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Section 1: VCRIS General  
User Information 



VCRIS User Information 

VCRIS can be used in all modern browsers including Firefox, 
Chrome, Internet Explorer, and Safari.  
 
VCRIS can be accessed on a mobile device; however, it is not 
mobile-enabled. The interactive mapping features do not 
work on mobile devices.  
 
Individuals must have a user account and be a registered user 
to enter data into VCRIS and/or query the data.  
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VCRIS Accounts 

All VCRIS user accounts are structured by organization.  
 
An organization can be one person or multiple people.   
 
Each VCRIS user must be a registered user with unique login 
information (username and password). Sharing usernames 
and passwords violates Commonwealth security requirements 
and DHR’s terms of use.  
 
Account fees are for concurrent licenses not for authorized 
users. Having multiple authorized users will not affect your 
organization’s subscription fee. Users within an organization 
will be able to collaborate on shared projects.  
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http://www.dhr.virginia.gov/archives/TermsAndConditions.pdf


Additional VCRIS account, license, and fee information:  
http://www.dhr.virginia.gov/archives/20130716_Account_Info.pdf 

 
Account FAQs: 

http://www.dhr.virginia.gov/archives/20130816_VCRIS_faq.pdf 
 

Register for an account:  
https://vcris.dhr.virginia.gov/vcris/Home/TermsAndConditions 
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Additional questions about VCRIS accounts contact: 
 Jolene Smith, VCRIS Accounts Manager  

Jolene.smith@dhr.virginia.gov.  

 

VCRIS Accounts  

http://www.dhr.virginia.gov/archives/20130716_Account_Info.pdf
http://www.dhr.virginia.gov/archives/20130716_Account_Info.pdf
http://www.dhr.virginia.gov/archives/20130716_Account_Info.pdf
http://www.dhr.virginia.gov/archives/20130816_VCRIS_faq.pdf
http://www.dhr.virginia.gov/archives/20130816_VCRIS_faq.pdf
http://www.dhr.virginia.gov/archives/20130816_VCRIS_faq.pdf
https://vcris.dhr.virginia.gov/vcris/Home/TermsAndConditions
https://vcris.dhr.virginia.gov/vcris/Home/TermsAndConditions
https://vcris.dhr.virginia.gov/vcris/Home/TermsAndConditions
mailto:Jolene.smith@dhr.virginia.gov


In order to access VCRIS all users must log into VCRIS by 
accepting the disclaimer information and providing valid user 
credentials.  
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VCRIS Security Features 

https://vcris.dhr.virginia.gov/vcris/Account/Login?ReturnUrl=/vcris/
https://vcris.dhr.virginia.gov/vcris/Account/Login?ReturnUrl=/vcris/


Users are required to reset their password every three 
months. The system may not alert all users when their 
password is expired. Instead users will not be able to log in.  
 
If a user cannot log in, try changing the password using the   
                 button on the log in page.  
 
Users choose their passwords. DHR does not issue passwords, 
and cannot reset user passwords.  
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VCRIS Security Features 
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After 15 minutes of perceived inactivity VCRIS will warn users 
that they will be locked out. User activity is defined as 
navigation through the system, saving work, etc. Click on the OK 
button to remain logged in.   

 
If there is no user activity within five minutes of the warning the 
user account will be locked for 20 minutes.  
 
If an account lock occurs, only the user’s account is locked, not 
the organization account. Other organization users will be able 
to log into the system.   
 
When finished using VCRIS, log off the system by clicking on the 
             button located in the upper right-hand corner of the 
system.   
 
Do not click on the close button in the browser. This will lock the 
user account for 20 minutes.  
 
 
DHR staff cannot unlock user accounts.  
 

VCRIS Security Features 

 
  
 



www.dhr.virginia.gov 11 

What is the difference between a license and a user?  

• VCRIS users are individuals using the system.   
 
• VCRIS licenses are for concurrent use of the VCRIS 

system by users in an organization. 
 
• Multiple licenses allows for more than one user in an 

organization to access the system at any given time.  
 

• Organizations holding only one license may still have 
many individual users, although only one user can log 
into the system at a time. 

  
 

User Account Frequently Asked Questions 
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Why can’t I log into  VCRIS? 
• Likely your user password is expired.  On the VCRIS 

homepage click on the “forgot password button” and follow 
the instructions for changing a user password.   

 
• You do not need to contact DHR staff to reset your 

password.   
 

User Account Frequently Asked Questions 

https://vcris.dhr.virginia.gov/vcris/Account/Login?ReturnUrl=/vcris/
https://vcris.dhr.virginia.gov/vcris/Account/Login?ReturnUrl=/vcris/


Section 2: General VCRIS Information 
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Introduction to VCRIS Functionality 

VCRIS has two main functionalities: 
 
1. To enter new survey data into both the architectural 

and archaeological records 
 

2. To query and print information about the location and 
significance of architectural properties and 
archaeological sites 

Use these buttons to 
enter archaeological or 
architectural data into 
VCRIS. 

Use this button to 
search the database, 
view maps and print 
survey forms.  



Navigating VCRIS 

Navigating through VCRIS is primarily done with hyperlinks 
and tabs.   
 
 
As data is entered into the system, hyperlinks will appear 
across the page. Click on the links to navigate to the 
properties or the project information.  
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In addition to the hyperlinks, there are a number of tabs in 
both the data entry and the data viewer module.  Use the 
tabs to navigate to the resource information in the data entry 
module and the query results in the data viewer.  

Click on this symbol next to any of the data fields for 
additional information about the field.  



VCRIS contains a mix of data fields: 

 

Drop-down menus with predefined values. This type of field 
is indicated with a small triangle. 

 

 

Small data fields only allow a certain number or type of 
characters. If this information is incorrect the field will be 
highlighted red. For example, only four numbers can be 
entered into the construction year data field. 

 

 

Text boxes for longer, descriptive information for a 
property or a resource.  When adding text into the text 
boxes use complete sentences and preface the 
information with month and year and colon, i.e. 
September 2015:. The text boxes will appear larger than 
the smaller data fields. In order to expand the box, use 
the scroll bar and drag the corner.  
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VCRIS Data Fields 



VCRIS Data Validation 

VCRIS contains a number of built-in validations for required 
fields during data entry.   These fields are indicated with the 
symbols below.  

 

    Fields with this symbol require data to be entered in order 
to save the information on the page.  

 

      Fields with this symbol require data to be entered in 
order to submit the data for review.  

 

 
When you click   XXXXXXXX  without completing the required 
fields, you will see a pop-up similar to the one pictured below. 
Within each bullet point is a hyperlink connected to the page 
where a change or addition is necessary. Make these 
corrections, and then click   
                

A similar pop-up will appear when submitting a project for 
final QC.  
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All above-ground resources are recorded at the property level. A property is 
defined by local parcel data or, if such information is not available, by visual 
estimation. 

 

Each property consists of one and only one primary resource. Additional 
buildings, structures, sites, or objects are each recorded as a secondary 
resource on the property. For example, if the primary resource is a single 
dwelling, common secondary resources include a shed, garage, or barn. If 
the primary resource is a church, a common secondary resource is a 
cemetery. 

 

Each property is assigned a DHR ID number. DHR ID numbers are composed 
of either two or three-parts, i.e. 123-4567 or 123-4567-8910. 

 

The first three digits of the DHR ID number are used to indicate the Town, 
City, or County the resource is located in. 

 

The next four digits comprise a sequential number varied on the order in 
which the DHR number was assigned within the town, city, or county and is 
not indicative of the importance of the property. 

 

If a DHR ID number has an additional four digits, it is referred to as a 
“tertiary number” and indicates the property is in a historic district.  
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Recording Above-ground Resources in VCRIS: 
Overview 



Recording Above-ground Resources in VCRIS: 
Overview 

All properties have at least one DHR ID number and can have multiple 
DHR ID numbers. Multiple DHR ID numbers do not indicate increased 
property significance. For example, if a property was originally 
recorded as an individual resource under a seven-digit number, and 
then is re-surveyed as part of a historic district survey the original 
seven-digit number is retained and a tertiary number is added as the 
Other DHR IDs. This associates the property with the historic district.  

 

An example of a property with multiple DHR ID numbers is 
Monticello, which has an individual ID number and a historic district 
ID number, as seen here: 
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This is the DHR ID 
added to associate 
the property with a 
historic district. 

This is the DHR ID 
that refers only to 
the individual 
property. 



All data entry – both recording newly identified properties and 
updating previously recorded properties – begins with a project. 

 

A project can include one property or many properties.  

 

A project can include newly identified properties and previously 
recorded properties. 

 

Any properties in historic districts will need to be in a separate 
project with only properties from the district in the project. Do 
not mix properties in that are within and not within a district 
into one project.  
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Entering Data into VCRIS: 
Overview 



Data Entry Process Overview 

Initial Data Entry:  
Set up the project and add properties 
into the project (newly and 
previously surveyed). 

Initial QC: 
DHR Staff assigns DHR ID 
numbers and approves the 
project for detailed data 
entry. 

If the project contains 
previously surveyed 
properties request to edit 
them prior to their 
submission for initial QC. 

Detailed Data Entry: Enter information specific to 
the property and the individual resources on the 
property. When all of the information is complete, 
submit for final review. 

Final QC: DHR Survey staff reviews the information for each 
property and approves the project.  The data entry is now 
complete.  

Complete: With the data entry complete, users can 
use the data viewer to print the survey forms.  

Use the DHR-provided 
template to request new 
DHR IDs.  

Dashed line boxes indicate steps completed by data entry users 
Solid line boxes indicate steps completed by DHR staff 
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Initial Data Entry and QC Overview 

• During the initial data entry users set up the project and 
associate the properties that they will update in the project.  

 

• Users need to request and receive approval from DHR to 
edit properties prior to submitting the project for initial QC.  

 

• See pages 25-38 for detailed information about the initial 
QC process.   
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• During the initial QC step DHR staff will issue DHR ID 
numbers for newly recorded properties. 
 

• DHR requires that users utilize the DHR ID Request Template 
for newly recorded properties. The template is available 
here: (INSERT HYPERLINK) 

 
• Once DHR approves Initial QC, the project is available for 

Detailed Data Entry. 
 

 



Detailed Data Entry and Final QC 
Overview 

During detailed data entry, users add information about the 
property on the Property Information Tab. 

 

Information about the individual resources that are on the 
property are entered on the Resources tab.  

 

Once the data entry is complete, users will submit the project 
for Final QC. Users cannot make edits to the data after a project 
has been submitted for Final QC. 

 

  

 

www.dhr.virginia.gov 23 

During the Final QC stage DHR staff reviews the information 
about each property and resource. 

 

Once DHR staff review is finished, the data is approved and the 
project is marked complete.  

 



Complete 

As soon as the data entry is reviewed and marked complete, the 
information is instantly available in the data viewer.  

 

Use the data viewer to print copies of the survey forms and 
maps. Left click on the tab to navigate directly to the data 
viewer. Right click on the tab to open in a new tab or window.   
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See pages 56-59 for additional information on printing survey 
forms from the data viewer.  



Section 3: VCRIS Data Entry Detailed Guide 



All data entry begins with the creation of a new project. From 
the VCRIS home screen, click           I   in the                                        
                  tab. 

When logged into VCRIS, you see two boxes on the  home 
screen. The box on the left is for the completed projects. The 
box on the right holds all projects that are in process.  

Initial Data Entry: Starting a Project 
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Note: A project is defined only as a set of surveyed properties. 
In many cases, you may want to divide your data entry into 
several separate projects in VCRIS, either as an organizational 
tool, or because your survey includes properties in a historic 
district. You will need to create a separate project for 
properties in a historic district. Do not add historic district 
properties to VCRIS projects that include newly or previously 
surveyed individual properties. 



The information entered into the Project Information page will 
populate individual property survey forms for the project. The 
information entered into the Project Information Page will 
appear as CRM Events on printed form and electronic 
information.   

Initial Data Entry: Project Information Page 

Project Name is a user-defined field meant to help you 
organize your records. The name that you give your 
project will not appear on final VCRIS records so feel 
free to use an internal tracking number or survey ID 
that helps you manage your work. 

If you are entering data for a historic district, 
make sure to click “Yes” at the bottom of the 
form. This selection will open three 
additional fields. 

When you  
finish, hit save. 
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The most important elements of 
the survey date record are the 
month and year; if your survey 
lasted more than one day, select 
the first of the month. 



Initial Data Entry:  
Adding Previously Surveyed Properties to a Project 

Once the project information is saved, two tabs labeled 
Properties and Activity will appear at upper left of the project 
window. Use the Properties tab to add the properties 
associated with the data entry project. To add new 
information to existing survey records, users must request 
permission to edit the property. DHR recommends requesting 
permission to edit properties prior to adding new properties 
to the project. This provides DHR staff with time to approve 
the request for you.  
 
To add a previously surveyed property to a project, click on 
the                        button at the top right. 
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Note: A project can include previously surveyed and newly 
surveyed properties provided none of them are in a historic 
district. 



Initial Data Entry:  
Adding Previously Surveyed Properties to a Project 

This search form allows users to quickly find previously surveyed 
properties and add them to a project. The easiest way to find a 
previously surveyed property is to search with the DHR ID number. 
If the DHR ID number is not known, you may search by property 
name, address, or any of the other fields listed on this page.  

When you’ve  
entered your  
search terms,  
Press  
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Initial Data Entry:  
Adding Previously Surveyed Properties to a Project 
VCRIS also allows users to search and request properties using a map 
interface.  From the Add Existing Property page, click on the                  
tab and enter the address or use the map navigation tools to locate the 
resource.  
Note: If using the address locator enter the complete address including the city and state.  

Once the property is located, click on it and select                  from the 
pop-up box.  If there are overlapping properties in the same location, 
such as individual resources and historic districts, they will be indicated 
in the pop-up box indicates this at the upper left hand corner of the 
page. Use the arrows to select more than one property.   
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Initial Data Entry:  
Adding Previously Surveyed Properties to a Project 

If the search returns a previously recorded property that you 
wish to add to your project, select it, and then click on the 
XXXXXXXXX  button. If you need to add additional properties, 
click on the                          button on the upper right to start a 
new search. 

Once you’ve located the necessary records, you must submit a 
request to edit the record. Click on    XXXXX  , and then 
XXXXXXXXXX  . 
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To add a newly identified property to the Project, click on the 
Properties tab, and then click on                          to enter the 
property name and location information for the property. 

Initial Data Entry:  
Adding a Newly Surveyed Property to a Project 

The Temporary Designation 
field, like the Project Name field 
on the previous page, is meant 
to help you organize your 
records and will not appear on 
your final record. It also will not 
be usable after the Initial QC is 
approved. 

Once you’ve named the property, 
click on                  to map the location 
of the property. The rest of the  
geographic data on this page will 
auto-generate once your property is 
mapped. 
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There are two ways to 
map your property: 
hand-drawing and 
uploading a shapefile.  



Initial Data Entry:  
Mapping a Newly Surveyed Property: Hand Drawing 

The   button will open a pop-up window with a satellite image 
of Virginia. Type the address into the field in the upper left corner. 
The aerial will zoom to general location of the property.  

Choose your preferred 
basemap from the 
dropdown menu on the 
upper right. 

To hand draw the property boundary click the         tab 
and begin tracing the boundary of your property by left-clicking 
once on the map. Left-click once at the property corner to 
complete a line. Press the Escape key on your keyboard if you need 
to start your property area outline over. 

To complete a 
property area, 
double click. The 
outline tool will 
draw the shortest 
possible line from 
the last place that 
you clicked to the 
point where you 
started your area.  
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Initial Data Entry:  
Mapping a Newly Surveyed Property: Edit the Shape 

When you’ve completed your area outline, it will be shaded 
blue. If you need to alter your shape, click the                    
button in the upper right. A node will appear at the midpoint 
of each outline face. Click and pull on these dots to change 
the area outline. If you need to make significant changes to 
your outline, click the                          button in the upper right 
to restart the outline. 
 

When you have 
finished your outline, 
click save. You’ll see 
that the additional 
fields in the Location 
Information section of 
your survey form. 
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Initial Data Entry: Mapping a Newly Surveyed 
Property: Shapefile Upload 

To upload a shapefile click on the                               button in 
the upper right. A pop-up box will appear, use the           
button to navigate to the GIS shapefile. Once you have chosen 
the GIS shapefile click on  uploa    to load the shapefile.  The 
map will zoom to the location of the shapefile.  If you need to 
edit the shape, follow the instructions outlined on the 
previous page.  
 

Note: Additional information on how to prepare shapefiles 
and upload them into the map editor functionality available 
in the appendix and on  the DHR’s website: 
http://www.dhr.virginia.gov/archives/Import_Shapefile_to_V
CRIS.pdf 
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http://www.dhr.virginia.gov/archives/Import_Shapefile_to_VCRIS.pdf
http://www.dhr.virginia.gov/archives/Import_Shapefile_to_VCRIS.pdf


Initial Data Entry:  
Name and Address for Newly Surveyed Properties 

There are several other  
options for the Property  
Name section. If you know  
the historic or secondary  
name for a property, you  
can add them here by  
clicking on the              button. 

After mapping the property boundaries, the system will 
automatically return to the Location Information tab. To 
complete this page, you need to enter the Property Name and 
Property Address. For the Property Name, the preferred format 
is Function/Location. Enter the building type (house, store, etc.,) 
followed by the street address. See below for an example.  
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When you finish,  
hit save. 



If you want to add another new property to the project, click 
on the project name hyperlink and then on the                              
button. The system will return to the Properties page and 
allow you to add additional properties to the project.   
 
 
 
 
 
 
 
 
 

Initial Data Entry:  
Adding Additional New Properties to a Project 
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When all of the properties are added to the project, submit it 
for Initial QC.  



Once the location data for each new property is entered and 
the edit approval for each previously surveyed property is 
complete, the project can be submitted for Initial QC. Click 
XXXXXXXXXXXX to begin this process.  
 
 
 
 
 
 
 
 
 
 
During the Initial QC process the newly identified properties 
will be assigned DHR ID numbers. Any previously surveyed 
properties included in your project will not be given a new 
DHR ID number, but will become editable.  
 

Initial Data Entry:  
Submitting a Project for Initial QC 

Note:  You cannot submit the project for Initial QC without the 
approval to edit previously surveyed properties.  
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Initial Data Entry:  
Submitting a Project for Initial QC 

During the initial QC review, DHR staff reviews the property 
mapping and information and issues DHR ID numbers for the 
newly recorded properties. You will receive an email with the 
subject line “VCRIS - Project ‘Your Project Name' Initial QC 
was Approved.” when the initial QC is approved. 
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When a project is submitted for initial QC, the system will 
check that all the required information is entered and ask you 
to confirm you are ready to submit it. After submitting your 
project for initial QC, you will receive an email confirmation. 
 
Once a project is under Initial QC review, users can not make 
any edits until the Initial QC is approved. This is what a project 
will look like while it is under Initial QC review:  



Detailed Data Entry 

Once the Initial QC is approved users can begin detailed data 
entry. To do this, reopen the project in VCRIS, and click on a 
property to begin detailed data entry.  When logged into 
VCRIS after the Initial QC is approved, the status of each 
property is                     and you will notice that a DHR ID 
number has replaced the temporary designation. 
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Detailed Data Entry: Location Information Page 

When a property is in Detailed Data Entry, the Location 
Information page will appear first. This page is already 
complete, and unless edits are needed, proceed to the 
Property Information tab. 

As you move through Detailed 
Data Entry, remember to always 
press save at the bottom of the 
page. 
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NOTE: In Detailed Data Entry, the 
XXXXXXX   tab will appear in the 
property page menu. Do not use this 
tab to upload photographs, reports, 
correspondence, etc.  



The Property Information page includes several fields and text 
boxes. Pictured below is the upper section of that page with 
descriptions for each item. 

Select the most appropriate value from the predetermined list of settings. 

If updating a previously surveyed property, use this field to indicate if the primary resource 
has been moved or destroyed.  

The acreage is not a required field, but can often be found 
from online parcel data. 

This open text box should describe where the property is located and provide a 
general description of the property.  Also include the number and locations of 
any secondary resources. Begin your text entry with the month and year 
followed by a colon, ex: August 2015:. 
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If you’re including a previously surveyed property in a new historic district, add the new 
tertiary DHR ID here. 

Detailed Data Entry: Property Information Page 



There are several options in    
the Ownership Category. If you  
select a governmental branch,  
an extra pull-down menu will  
appear requiring you to identify  
the agency. 

There are several options in    
the Property Associates section.  
If you know the name of an  
associate from the dropdown  
menu, add it in the open text  
box. This is not a required field. 

The middle section of the Property Information page is 
pictured below with descriptions for each item. 
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Detailed Data Entry: Property Information Page 



Enter any bibliographic references that are specific to the property.  Do not repeat entries 
added to the project bibliographic field.  

Enter, in narrative form, any additional information about the property not entered 
elsewhere. Historic information and assessment of the property's potential 
eligibility should be entered in the Surveyor Assessment field. Begin your text entry 
with the month and year followed by a colon, ex: August 2015: 

When you finish, hit save. 

The lower section of the Property Information page is pictured 
below with descriptions for each item. 

If an individual property is eligible or potentially eligible  
for the National Register of Historic Places, additional  
boxes will appear that allow you to select NRHP  
Criteria Recommendations and Recommendation  
Considerations. For more information On NRHP 
eligibility, see the National Park Service Bulletin #15. 
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Detailed Data Entry: Property Information Page 

Enter, in narrative form, any known information about the history of the 
property and a recommendation about the property's potential eligibility for 
individual listing on the VLR/NRHP.  If the property is in a historic district, 
identify which buildings  on the property are contributing and/or non-
contributing but do not recommend the property eligible or potentially eligible 
unless it possesses eligibility outside of the district level. 

http://www.nps.gov/nr/publications/bulletins/nrb15/


Detailed Data Entry: Adding New Resources 

When the detailed Property Information page is complete, 
click on  XXX      tab, and then on    XXXXXXX   to begin adding 
information about the individual resources on the property.  

The XXXXXXXX   tab opens the Individual Resource 
Information page. The Appendix includes a list of the resource 
category and types and the building component information.  

Note that the majority of fields on 
this page are required to save in 
order to submit for final QC. 
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Note: Use the “Tab” key to easily navigate between drop-down data boxes. 



Next, enter threats to the resource, all historic contexts, and a 
detailed architectural description in the open text box at the 
bottom of the page.  

When you finish, hit save. 

The Threats to Resource section is a 
required section. More than one threat 
can be selected.  If there are no evident 
threats, select “None Known.”  

Add any, and all, applicable Historic 
Contexts such as domestic for houses, 
funerary for cemeteries, transportation 
for bridges , etc. 

Enter, in narrative form, a complete description of 
the resource that fully describes all visible 
elevations and exterior details and any known 
alterations or additions. 
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Detailed Data Entry: Adding New Resources 



Detailed Data Entry: Building Information Tab 

If the individual resource is a building, an additional tab will 
open.  To add building specific information, click on the 
XXXXXXXXXX  tab. After adding the number of stories (whole 
numbers and decimals only, no fractions) and interior plan, click 
            to add data on specific components of the building. 

Note: The component information is only required for the primary resource.  

Add as many of the individual building components as your 
survey observations permit. The Appendix includes a listing of 
all of the options in each of the drop-down menus. Make sure 
to hit           when you’re done adding components. 
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Detailed Data Entry: Adding Additional Resources 

If a property contains more than one resource, add additional 
entries from the              tab. The process and pages associated 
with adding an additional resource to a property are identical 
to those used for the primary resource and described in the 
previous slides. 

The addition of secondary resources opens an extra 
field, labeled “Is Primary Resource,” on the Individual 
Resource Information page of each resource. When 
you add a secondary resource, this field will auto-
populate to show that the first resource entered into 
the property is the primary resource. If the primary 
resource was not the first one entered, simply open 
the Individual Resource Information page of the newly 
identified primary resource and change this field. The 
other resources will auto-populate as secondary. 
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Detailed Data Entry: 
Bridge Information Tab 

If a property contains a bridge, select “Transportation” in the 
“Resource Category” drop-down menu, and then choose 
“Bridge” in the “Resource Type” list.  
 
The                               tab consists of open text boxes and drop-
down menus. The Bridge Structure Number and Bridge ID are 
designated by the Virginia Department of Transportation and 
are not required for completion of the survey form. 

When you finish, hit save. 
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Detailed Data Entry: 
Cemetery Information Tab 

If a property contains a cemetery, select “Funerary” in the 
“Resource Category” drop-down menu, and then choose 
“Cemetery” in the “Resource Type” list.  
The                          tab    tab will open.  This tab contains open 
text boxes and drop-down menus specific to cemeteries. 

When you finish, hit save. 

Select              to open a pop-up window where 
you can enter information on a significant 
burial, including marker type, name of interred, 
and birth/death year on marker. This section is 
not required. 
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Detailed Data Entry:  
Updating Previously Recorded Properties  

Remember to preface your narrative updates with the month 
and year that the property was observed, i.e. “September 
2015:.” 

When adding new information to previously recorded 
properties do not delete or modify any of the existing 
information in the record.  
 
Instead add narrative updates to all of the open text boxes 
below the existing text.  
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Detailed Data Entry:  
Submitting a Project for Final QC 

Once all detailed data for each property is entered click  
                            to begin final review process. Make sure that 
all text, recommendations, and map locations are finalized 
before submitting the project for Final QC.  
 
During the Final QC review, DHR staff will review the detailed 
information and approved the project. When Final QC is 
approved, the project is marked complete and the data is 
visible in the VCRIS data viewer.  
 
Once the data is part of the VCRIS data viewer, users can no 
longer edit it. Any requests for edits to properties should be 
coordinated with DHR survey staff. 
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Click here to submit a project for final QC. 



Detailed Data Entry:  
Submitting a Project for Final QC 

Similarly to Initial QC, a pop-up describing any incomplete 
fields will appear. Within each bullet point is a hyperlink 
connected to the page where a change or addition is 
necessary. Make these corrections, and then click      
XXXXXXXXXXX. again.  
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The VCRIS system will automatically generate an email when 
the project is reviewed and approved. At that point, the 
survey forms are accessible in the data viewer and the forms 
can be printed for submission. Information about what hard 
copy information to submit to DHR is in Section 4. 



Additional Tabs 

The activity tab provides a list of the data entry steps and 
dates completed. Click on the         icon to read any notes 
from DHR staff about the data entry project.  

There is a                        tab for each property. Do not use this 
tab to upload photos, site plans, reports, or any other files 
into VCRIS. Instead submit printed forms, photographs and 
site plans as described in Section 4. 
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Section 4: Submitting Survey  Materials 



Required Materials for Every Property 

• Printed VCRIS forms 

• Printed black and white and digital images. For more 
information go to: 

http://www.dhr.virginia.gov/pdf_files/Photographic_Doc
umentation_2015_guidelines_DHR.pdf 

• Printed Site Plans 

• Organize materials by primary DHR ID except for properties 
in a historic district 

• Send all survey materials to:  

      Survey Coordinator, Department of Historic Resources 

      2801 Kensington Avenue,  

      Richmond VA 23221 
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Printing Survey Forms – Individual Forms 

In the data viewer select the Architecture tab and enter the DHR 
ID number in the data field. Click the              button.  

 

This will activate the Details    button and create a PDF.  In order to 
generate the PDF for saving and printing click on the 

button.  To generate a map with the form, click on the                     
box. 
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Printing Survey Forms – Multiple Forms: 
Historic Districts 

In the data viewer select the Architecture Tab and enter the 
DHR ID number for the historic district.  Click the                
button.  This will activate the  results    tab.  Select all of the 
records by clicking on the small box      in the title line of the 
results grid.  Then click on the Print Multiple R button.  This will 
generate one PDF of all the records in the district.  

 

Note: A warning will pop-up if more than 25 reports are 
selected.  Click OK to proceed.  
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Printing Survey Forms – Multiple Forms: 
Specific Project 

In the Data Viewer select the Architecture tab and the  Advanced 
Search Opt button       button. Enter information unique to the 
project (see examples below and on the next page).  Follow the 
directions for printing multiple forms as outlined on the previous 
page.  

Example I: Survey performed by a specific organization in one 
locality: enter the organization name and select locality.  
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Printing Survey Forms – Multiple Forms: 
Specific Project 

Example II: Surveys performed by a specific organization during a 
specific date range: enter the organization name and enter 
information in the Survey Date field.  

 

In this example, all survey performed by DHR after 1/1/2015 will 
be returned.  Others options include before (less than), on a 
specific date (equals) and during a specific time (between).  
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Site Plans 

A property site plan is required for all properties in a survey area.  The 
site plans should show the location of all recorded resources and other 
significant features on the property.  The site plan should illustrate the 
relationship of the resources to the street or road that provides access 
to the property. The site plans should provide details about buildings, 
such as roof form, porches, and building type. 
 
Site plans should be labeled with the resource name, DHR identification 
number, the date of survey, and a north arrow. Indicate whether or not 
the site plans are drawn to scale. Either hand-drawn or digitally 
produced site plans are acceptable.  

 

This site plan is a good example of how to accurately represent several different 
resource types and landscape features. 

www.dhr.virginia.gov 61 



Photographs 

A photograph of each resource is required.  DHR photographic 
guidelines require a printed black and white photograph and a 
corresponding digital image. The printed photos can be 3.5x5 
or 4x6 inches and must be printed on archival paper using 
archivally stable ink. Submit photos in transparent photo 
protector sleeves.  

Label the back of each photo with a soft lead pencil and include 
the DHR ID number, date of survey, photographer/agency/ 
consultant name, and the resource name and photo direction. 
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Photographs 

Color digital images are also required for all architectural 
surveys.  The digital images should be submitted on a DVD or 
CD.  The images must be: 
• Saved as .JPGs 
• 1600 X 1200 pixels at 300 ppi 
• Less than 10 MBs per photo. 

 
The individual digital images should be labeled with the 
following information in this order: 
• DHR ID number 
• Resource Name 
• Year the photograph was taken 
• Description of the view.  

 
Examples: 
 
 
 
The images should be organized in folders named using only 
the DHR ID#. No other information should be included in the 
folder name. 
 
If a property has more than one DHR ID number use the 
original number DHR ID#, not the Other DHR ID number. 
 
A complete copy of the photographic documentation is 
available in the Appendix and on DHR’s website: 
http://www.dhr.virginia.gov/pdf_files/Photographic_Document
ation_2015_guidelines_DHR.pdf 
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Section 5: Advanced Functionality 

 



In VCRIS, the template functionality provides users with a 
mechanism to make a copy (or template) information in a 
single record to create new records with the same information 
as in the original record.  
 
The template functionality becomes available during Detailed 
Data Entry, and will copy all information entered into an 
individual property record up to this point into a new property 
record (Location Information, Property Information, 
Architecture Resource Fields, and Secondary Resource 
Entries). 
 
The template functionality is helpful when creating records for 
several similar buildings. For example, recording a mid-20th 
century suburban residential development or a historic district 
with numerous similar resource types.  
 
The following pages will demonstrate how to template both 
individual and multiple records using the Wicker Apartments 
Historic District in Richmond, Virginia (DHR ID number 127-
6794) as an example. 
 

VCRIS Template Functionality 
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Once your project has been approved in Initial QC, the    
         button will appear above the properties table 
entries on the Properties tab. To begin the templating process, 
select a property by clicking on the box to the left of the DHR 
ID number and click in the                          button to open the 
template pop-up window. 

Enter the number of copies 
needed in the open text box. 

The      XX button will not 
activate until you check the 
box to confirm your action. 

When templating properties, 
the project will be returned to 
Initial Data Entry in order to 
map each new record. 

V-CRIS Template Functionality 
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Once a copy is made of the original record, VCRIS returns to 
Initial Data Entry. As with any Initial Data Entry, users must 
map and add address information for each of the newly 
created records.  

Once all properties are mapped and have property name and 
location information, resubmit the project for Initial QC by 
clicking in the                              button. Once approved, all of 
the detailed data from the original record will be visible in 
the new records. 

V-CRIS Template Functionality 
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Users can also template more than one record at a time. The 
process for copying several records at once is the same as for 
a single record. Simply select more than one property from 
Detailed Data Entry before clicking on the                         
button, as shown below.  

V-CRIS Template Functionality 
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When copying several records at once, the template pop-up 
window will show separate open text boxes for each DHR ID 
number being copied. Enter the number of copies wanted for 
each record, check the box to confirm this action, and click the        
XXXX  button. 

V-CRIS Template Functionality 
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Appendix A: Detailed Information 



Initial QC Detailed Information: 
Requesting New DHR IDs 

Property Naming Conventions 
Property Address Conventions 

Uploading Shapefiles 
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Requesting DHR ID Numbers 

ID numbers for newly surveyed properties are issued by DHR staff 
during the Initial QC approval process. The excel sheet pictured 
below and available from Quatro Hubbard, Archivist, 
(Quatro.Hubbard.dhr.virginia.gov) should be submitted to DHR 
staff when submitting a project for Initial QC. The form will be 
returned with assigned DHR ID numbers. The descriptions above 
each column provide additional information on how to complete 
the form. 
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Property Naming Conventions 

The standard name for most properties will be the 
Function/Location name. This should consist of the historic 
function of the Primary Resource on the property, followed 
by the property’s address. For example: House, 1719 14th 
Street, or Commercial Building, 101 Maple Avenue.  The 
Property Name Explanation of "Function/Location" should 
then be selected for this entry. 
 
Other property names should be entered in this field as 
appropriate (Historic, Current, Descriptive, Alternate 
Spelling, and Alleged).  
 
It is not necessary to duplicate names in order to provide 
multiple name explanations. You do not need to enter the 
same property name twice. 
 
For example, if the Fifth Street Baptist Church has 
historically been known by that name, and is currently 
known by that name, you can select Historic or Current as 
the name explanation. 

www.dhr.virginia.gov 73 



Property Address 

An address entry with an Address Explanation selected from 
the associated drop-down menu is required for each 
property.  If the property does not have a specific address, 
enter the street name for the nearest road in this field. Do 
not use abbreviations in the Street Name or Alternate Route 
No. fields.  For example, spell out Maple Avenue, rather 
than abbreviating the word to Ave. or Av. Any directional 
additions to a street address should be entered in that 
specific field, rather than into the Street Name field. For 
example, a property on North Main Street should be 
entered by entering Main Street in the Street Name field, 
and then selecting North in the Street Directional field. 
 
If the street is also a state or county route, and the route 
number is known, include that in the same Current address 
entry as the street name. For example a property at 3000 
West Hull Street Road / Route 360 would have the following 
single entry in VCRIS: 

Property Naming Conventions 
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Uploading Shapefiles 
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Step #1 Compress shapefile 

In order to upload a shapefile you must compress the files themselves and not the folder they are in. 
To do this select all the component files and right click, select “Send to” and then “Compressed 
(zipped) folder”.  A compressed folder will appear in the folder.  If you compress the folder the 
shapefile is in you will get an error. 

Step #2 Upload Zipped File 

Navigate to the property you want to map and click                
     
Once in the mapper click on the                                    button.  

Navigate to the location where the zipped data resides and click “Upload” 
Verify that the shape is in the right location and click “Save”. 
 

Note: 
Shapefiles must not have “donut 
holes” or multiple parts.  These will 
be rejected automatically by the 
system. 
 
Shapefiles should only contain the 
one site you want to map. 
 

 

Uploading shapefiles into the Map Editor 
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Detailed Data Entry Additional Information: 

Resource Category and Types 

Building Component Matrix 
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Photographic Documentation  
 

Guidelines for Submitting Prints and Digital Files 
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Photographic Documentation - Virginia Department of Historic 
Resources (DHR) Architectural Survey 

  
Important Note: If submitting photographic documentation to 
accompany a National Register of Historic Places nomination, 
please refer to “Photographic Documentation for National 
Park Service (NPS) Register Nominations”. 
  
When submitting survey materials DHR requires, labeled 
black-and-white photographs on archival-quality photographic 
paper AND correctly labeled and formatted digital image files 
(either in the original color, or in electronic files created from 
35mm negatives). 
 
There are two source options for producing and submitting 
black-and-white photographic prints and the electronic image 
files that are required for DHR architectural survey:  traditional 
35mm negatives, or digital files.  The following are 
requirements of all photographs submitted to DHR.  Below 
these general guidelines are the technical requirements for 
each type of image.  
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The preferred photographic prints will be either 3½- by 5-inch 
(preferred) or 4- by 6-inch, unmounted, and printed in black-and-white 
on archival-quality photograph paper.  Individual prints are preferred 
and encouraged.  3½- by 5-inch or 4- by 6-inch images arranged and 
labeled on 8- by 10-inch archival quality photograph paper will be 
accepted if all the images are of the same resource.  Photographs 
should be labeled on the reverse side, using soft-lead pencil or china 
marker.  Pens, felt-tip markers, and adhesive labels are not accepted.  
It is also acceptable to label the photographs within the white margin 
on the front of the image.  When labeling in the margin on the front of 
the photographic print, the information may be generated by computer, 
or an archival photo labeling pen may be used. 
  
In the lower left corner on the back or in the white margin on the front 
of each photograph, provide the following information: 
  
Example of accurately labeled photograph (reverse side): 

Negative Number (for 35 mm prints only) 
DHR identification number for the resource 
Date the photograph was taken 

Name of photographer (Optional) 
A brief description (e.g. "Main House, south 
elevation" or "Main House, second-floor, 
southeast bedroom") 

 

 Photographs must be submitted in transparent, Print File brand 
photograph sheets (style 35-10P, 46-6P, or 810-2P).  Each photograph 
sheet holds up to ten 3½- by 5-inch, six 4- by 6-inch photos or two 8- by 
10-inch photo pages, arranged back-to-back. The DHR ID number(s) 
should be written in the white margin along the edge of the photo 
sleeve, along with the date the photographs were taken.  Adding the 
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Digital Images:   
 
Electronic image files must be saved as uncompressed .JPG files on 
DVD or CD-R media.  The size of each image must be 1600 x 1200 
pixels at 300 ppi (pixels per inch) or larger.  The file size should be 
less than 10 megabytes.  It is recommended that digital images be 
saved in 8-bit (or larger) color format, which provides maximum 
detail even when printed in black-and-white.  Digital images 
should be printed according to the general photography guidelines 
above.   
 
DVDs and CD-Rs should be labeled with a project name, 
agency/company, month/year of photographs, project/contract # 
(if applicable), and the range of DHR resource numbers saved on 
the CD-R. 
  
DHR has adopted the National Register of Historic Places and 
National Historic Landmarks Survey photograph policy with regard 
to acceptable ink and paper combinations for digital images. See 
NPS regulations at: 
http://www.nps.gov/nR/publications/bulletins/photopolicy/index.
htm  
 
 Digital images must be named using the following convention:  
1) DHR Identification Number 
2) Resource Name (may be abbreviated) 
3) Year (that the photograph was taken) 
4) View/Description  
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Folders:  
 
All of the digital image files for a single property should be 
collected within a folder prior to being saved on the DVD or CD-R. 
 
The folder should be named using ONLY the DHR identification 
number.  
 
Examples:   
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Photographic Documentation - Virginia Department of Historic 
Resources (DHR) Architectural Survey 

 
Historic Districts:   
 
 When labeling survey materials  for a historic district survey:  
 
1) Hard-copy printed materials (site plans and photographs) 
should be labeled and organized under the property’s three-
part historic district tertiary number. 
 
2) If previously recorded, all electronic materials (the VCRIS 
data entry and digital image files) must be labeled and 
organized under the previously issued two-part individual 
identification number for that property.   
 
 Organizing Survey Materials – Historic Districts 

  Previously Recorded Newly Recorded 

DHR ID Numbers Originally recorded under a seven digit 

number, retain this number in the record, 

add on a tertiary number to the Other 

DHR ID field 

Recorded with tertiary number only 

Hard Copy Submittals Organized with tertiary Number Organized with tertiary number only 

Digital Submittals 

(JPGs) 

Labeled and organized in folder with 

original seven digit number 

Organized in folder with tertiary 

number only 



Black-and-White (35mm) Film:   
 
If you are using B&W 35mm film for your survey, and if you are 
submitting the negatives for storage in the DHR Archives, then a 
negative number is required for those negatives.  Each roll of 
35mm film receives a unique 5-digit negative number that is 
assigned by the DHR Archivist, Quatro Hubbard, at 
quatro.hubbard@dhr.virginia.gov, or (804) 482-6102.   
 
1) Negatives are submitted in Print File brand, style 35-7BXW 
protective transparent sleeves in strips of four to six frames.   
2) Each strip must have the five-digit DHR negative number written 
between sprocket holes at the top right corner.   
3) Do not cut apart the negative strips or the negative sleeves.  
4) Label the top of each negative sleeve with the DHR negative 
number, photograph date, and the DHR identification number(s).   
5) For historic district surveys, the district name must be included 
on the negative sleeve. 
6) The photographer’s name and/or the agency/consulting firm’s 
name may be added to this label (optional). 
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Hard Copy Submittals 
Guidelines for Organizing Hard Copy Materials 
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Hard Copy Materials:   
 
Once a project is completed in VCRIS, hard copy survey materials must be 
submitted to DHR. Hard copy submittals include a printed VCRIS form, a 
site plan, printed photos, and digital images. These materials should be 
held together with a plastic paperclip. 
 
For newly surveyed properties, arrange the printed survey forms into 
groups of no more than five, arranged in sequential numeric order by DHR 
ID. This grouping reflects how the survey forms will be filed in the DHR 
Archives. 
 
For newly surveyed properties, it is NOT necessary to append property 
photos to each survey form. Instead photos for more than one property ca 
be added to the same photo sleeve. 
  
For previously surveyed properties, the survey photos for each property 
should be in individual photo sleeves. Please do not combine photos for 
previously surveyed properties into one photo sleeve. These forms will be 
filed in the preexisting DHR Archives folder. 
 
For historic districts, hard-copy printed materials must be labeled and 
organized under the property’s three-part historic district tertiary number. 
This is for both previously recorded and newly recorded properties. 
 
For Cost Share surveys or other projects where DHR has provided archival 
envelopes, each envelope should hold no more than five survey forms 
arranged in sequential numeric order by DHR ID and the associated photo 
sleeves. The file envelopes should be labeled 
in pencil with the following information for each form in the envelope: 
• Historic name of property, or function/address  
• County, independent city, or county-incorporated town (for example, 
Montgomery- Blacksburg) 
• DHR ID 
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